Direct-Access/PeopleSoft Guides for:
+ Combat Tax Exclusion,
+ Combat SGLI Allowance and

+ Imminent Danger -- Hostile Fire Pay

Included in this file



Combat Tax Exclusion

Overview

Introduction  This section provides the procedures for Combat Tax Exclusion. This
entitlement excludes members of the armed forces from paying Federal
Income taxes and State Income taxes (if applicable) for duty served during
any part of a month in a combat zone.

Topics The following topics are covered in this section
Topic See Page
Guiding Principles 2
Starting Combat Tax Exclusion 3
Stopping Combat Tax Exclusion 7
Correcting Combat Tax Exclusion 8
Deleting Combat Tax Exclusion 9
Starting Combat Tax Exclusion (Multiple) 10
Stopping Combat Tax Exclusion (Multiple) 15




Combat Tax Exclusion

Guiding Principles

Introduction

Reference

Before you
begin

Understanding
Earnings Types

This section provides the guiding principles for Combat Tax Exclusion.

The following references provide additional information about Combat Tax
Exclusion.

e U.S. Coast Guard Pay Manual, COMDTINST
M7220.29(series), Chap 8

If you are not familiar with the employee entitlement basic navigation
instructions, they can be found at: Employee Entitlements, Basic Navigation
Guide

Multiple entry capability is available for this entitlement. See page
12 for instructions on preparing multiple entries for entire units
and/or sub departments.

There are two Earnings Type codes which can be used with this transaction. If
the member is entitled to Combat Tax Exclusion for more than one month,
use the “CTECON” Earnings Type code. If the member is entitled to Combat
Tax Exclusion for one calendar month, use the “CTXMO” Earnings Type
Code.

Lookup Earnings Type

Cancel |

Search Results

1-2of2

Eamings Code Eamings Type Description

‘CT1 CTECON Combat Tax Exclusion Continuous Until Further Qrders
CEl CTHMO Combat Tax Exclusion 1 Month Only

Note: The “CTECON?” Earnings Type code can be used with a stop date. If
entering the transaction retroactively and the entitlement (start and stop dates)
spans more than one calendar month, you should use the “CTECON” code
and enter both the start and stop dates.

Continued on next page


http://www.uscg.mil/CCS/CIT/CIM/DIRECTIVES/CIM/CIM_7220_29A.pdf
http://www.uscg.mil/hq/psc/ps/pay_entitlements/employee_entitlements,_basic_navigation.htm
http://www.uscg.mil/hq/psc/ps/pay_entitlements/employee_entitlements,_basic_navigation.htm

Combat Tax Exclusion

Starting Combat Tax Exclusion

Introduction This section provides the procedure for starting Combat Tax Exclusion.

Procedure Follow the steps in the Basic Navigation Guide to access the member’s
entitlements detail page. Then, follow these steps to enter a new Combat Tax
Exclusion entitlement.
Step Action
1 Review the member’s Entitlement Summary page to see if the member has a
previous or current entry for Combat Tax Exclusion.
Entitlements View5 |=[{] 180r8 [}] 5|
BAH (Basic Allow for Housing)  Sontinue|  with Dep; MBR and Dep not assi Started
2004-06-03
Combat SGLI Allowance Continue|  Combat SGLI Continuous Stopped 2006-
03-31
Career Sea Pay Continue|  Career Sea Pay Started 2004-06-032
Career Sea Pay Premium CO”“”U9| Career Sea Pay Premium Started 2004-
06-03 N
Combat Tax Exclusion Continue|  Combat Tax Exclusion Continuou Started LT
2005-01-25 =
[ Family Separation ATowance Contiref Family Separation Allowance, o S'lﬁe_d_EI_
2004-11-15
Imminent Dngr-Hostile Fire Pay  Continué|  jmminent Danger Hostile Fire P Started
2005-01-25
CONUS COLA Continue|  CONUS COLA With DEPNS Stopped
2004-06-02
If a Combat Tax Exclusion Then
Entry is
Present Click the Sontinue| by tton
Not present 1. Click any L*_ to insert a new entitlement.
2. Enter code “CT1” in the entitlement block
in the new row
3. Then, click the Continue| 1, ;1ton
2 If this is the first Combat Tax Exclusion entry for this member (in DA) go to step 3.
If this is not the first Combat SGLI Allowance entry for this member (in DA) click
the button to begin a new transaction.
Entittements viewAll = Kl 207 3 5|
“Eamings Code: [T1 & Combat Tax Exclusian
ViewAll = [ 1011 [F] =
=Start Date %‘::gmeq Stop Date TrSZISEq’EarnlngaType Description ’gfﬁpt{f:ﬂ' Eﬁuriuil Detail Eamning Process Type
1[oar0rz008 [ 2542 [0z312008 ] 2542 cTxmO ffu{gm gan’l‘yE"c'us“m A I Detail =

Continued on next page


http://www.uscg.mil/hq/psc/ps/pay_entitlements/employee_entitlements,_basic_navigation.htm

Combat Tax Exclusion

Starting Combat Tax Exclusion, Continued

Procedure (continued)

Step Action
3 Enter the Start Date. The current date is automatically displayed. Use the calendar
button ! to select the desired date. You can also click & drag_over the date field
to select the date then type the start date in MMDDYYY'Y format.
Entitlements
*Eamnings Code: JET1 & Combat Tax Exclusion [
.
[ |
*Start Date ?itrigfs eq Stop Date 'Eitrzifs eq *Earnings Type Description ’:?;L?al Rir':uﬂ Detail |
Switch
1 |03125xzuus [l oooo | [+l oooo | QJ P [T Detail
Note: Upon selecting the Earnings Type code (See instructions for the Earnings
Type Code on the following page), the system will change the date to the first day
of the month entered.
4 Stop Date. Leave blank.

A Stop Date is not required if you are entering Combat Tax One Month Only (see
next step for selecting the Earnings Type). The system will automatically enter the
last day of the month in this field when you successfully save the transaction.

See the instructions in the following section (page 7) for stopping Combat SGLI
Continuous. Never future date or “estimate” the stop date. However, if you are
entering this transaction retroactively using the Continuous Earnings Type
(CTECON) for an entitlement that spans more than one month AND you know the
actual date the entitlement ended, you may enter the stop date at this time.

Note: Upon saving, the system will set the stop date to the last day of the month of
the start date if the “CTX1MOQO” Earnings Type is selected in the next step.

Continued on next page



Combat Tax Exclusion

Starting Combat Tax Exclusion, Continued

Procedure (continued)

Step Action

5 Enter the Earnings Type code or use the Rl to search and select from a listing of
available earning types.
Lookup Earnings Type

Search Results

1-20f 2

Eamings Code Eamings Type Description

[CT1: CTECON Combat Tax Exclusion Continuous Until Further Orders
CT1 CTHAMO Combat Tax Exclusion 1 Month Only

e If a member is entitled to Combat Tax Exclusion for one month only, then the
entry for Combat SGLI must also be for one month only. Use code CTX1MO.

¢ If a member is entitled to Combat Tax Exclusion continuously, then the entry for
Combat SGLI must also be for a continuous entitlement, use code CTECON.

Note: Transactions to start Combat Tax Exclusion must be entered in the system
before entering transactions to start Combat SGLI Allowance.

Click the Ml button and enter the two-letter country code for the Combat Tax
Exclusion zone.
Supporting Data

CT1  03/01/2008 CTX1MO

Foreign Country: IkU Ql Kuwait
Dollar Amount: |0.00

[Cok] [Ganeel]

You can use the lookup button -- QJ to search for codes as shown below:
Lookup Foreign Country

Foreign Country: IF_
| Lookup | [ Clear | | Cancel | BasicLookup

Search Results

1-11 of 11
Paraguay
Peru
PERSIANARABAIN GULF
Pakistan
Poland
Panama
Porugal
Papua Mew Guinea
Puerto Rico
Palau
Guinea-Bissau

PRIERE

S

TEEEE
|CUJ‘;U13|O“

Continued on next page


http://www.uscg.mil/hq/psc/ps/pay_entitlements/employee_entitlements,_basic_navigation.htm

Combat Tax Exclusion

Starting Combat Tax Exclusion, Continued

Procedure (continued)

Step

Action

7

Click the B save) button (located at the bottom left of the screen) to approve and
transmit the entry. Several reminders/warnings will appear upon saving, you must
also enter Combat SGLI Allowance and, if applicable, Imminent Danger-Hostile
Fire Pay.

Note: Payment of Combat Tax Exclusion does not require audit and approval.

Manual Row Switch. (CGHRSUP role users only) Select this field only when
necessary to override pay edits. Caution! Overriding pay edits may result in errors
and possible overpayment of entitlement.




Combat Tax Exclusion

Stopping Combat Tax Exclusion

Introduction  This section provides the procedure for stopping Combat Tax Exclusion.

Procedure Follow the steps in the Basic Navigation Guide to access the member’s

entitlements detail page. Then, follow these steps to enter a stop Combat Tax
Exclusion transaction.

Step Action
1 Find the row to stop. The stop date will be blank as shown below:
Entitlements
*Earnings Code: ICT1 ﬂ Combat Tax Exclusion
sstartDate 2™ siopDate S0 amings Type Description SApprnl Eﬁxﬁual Detail Earning P
Time/Seq ~°P TimelSeq s D P Status : ng
switch
Combat Tax Exclusion
1|UMU1IEUWI EJ oooo CTECON Continuous Until A [T Detail
Further Crders
Combat Tax Exclusion =
2 IDSHDIEDDS B 2542 |03.|'31.|’2008 B 2543 CTXAMO 1 Mo Onily A [~ Detail
2

Enter the Stop Date for the entitlement by using the calendar button EJ 10 select the
desired date. You can also click & drag over the date field then Type the stop date in
MMDDYYYY format. The stop date can be future dated. However, you should never
enter an estimated stop date as correction transactions will be required if the actual
stop date is different.

5 Start Stop
Start Date Time/Seq Stop Date TimelSeq

Ap

*Earnings Type Description St;

Combat Tax Exclusion

1 IEId-.I'EI'I.l'EEIEIB Bl 2545 IDSJ’EEJ’EDDBE@} oooo CTECON Continuous Lntil A

Further Orders

Click the B save) button (located at the bottom left of the screen) to approve and
transmit the entry.



http://www.uscg.mil/hq/psc/ps/pay_entitlements/employee_entitlements,_basic_navigation.htm

Combat Tax Exclusion

Correcting Combat Tax Exclusion

Introduction

Discussion

Procedure

This section provides the procedure for correcting Combat Tax Exclusion.

Only the Detail (Country Code) and on CTECON Earnings Type code
transactions, the stop date may be corrected. To change the effective start
date or an incorrect earnings type, you must delete the entire row (see the next
section for the procedure to delete Combat Tax Exclusion) and then start a
new Combat Tax Exclusion entitlement.

Follow these steps to correct an incorrect Stop date.

Step Action

1 In the |EConest History] modle, find the Combat Tax Exclusion row to
correct.
Click & drag over the Stop Date field to change its value. Dates
must be typed in MMDDYYYY format. You may also use
calendar buttons 2 to modify dates and the magnifying glass Ql
to change the earning type.
Or
Click the MI button and enter the two-letter country code for
the Combat Tax Exclusion zone.
Supporting Data

CT1 03/01/2008 CTXIMO
Foreign Country: IK_US Kuwait
DollarAmoLmt:I 00

[ ok | [Cancel |

2

Click the & sove button located at the bottom left of the screen.




Combat Tax Exclusion

Deleting Combat Tax Exclusion

Introduction  This section provides the procedure for deleting Combat Tax Exclusion.

Discussion The total Combat Tax Exclusion entitlement will be recouped when using this
feature.
Procedure Follow the steps in the Basic Navigation Guide to access the member’s

entitlements detail page. Then, follow these steps to enter a deletion of a
Combat Tax Exclusion transaction.

Step Action

1 In the B cenestistory) mode, find the Combat Tax Exclusion row to
delete.

Click on the E' button located in the row to be deleted.

Click the & sove button located at the bottom left of the screen.




Combat Tax Exclusion

Starting Combat Tax Exclusion (Multiple Entry)

Introduction This section provides the procedure for starting Combat Tax Exclusion

(Multiple Entry).

Procedure Follow these steps to enter a new Combat Tax Exclusion (Multiple Entry)
entitlement.
Step Action
1 Select Menu items in the following order.

Home > Compensate Employees > Maintain Entitlements > Use > Manage Multiple Entitlements

The Multiple Entitlement Panel appears as shown below.

{ Mulia © Srbiflzments

*Earnings Coder ||_ Q|  suanDae I E| stopDae: I [}

‘Eamings: I =)
Type:
Department: |AUSCG &l | Q Wl Eniistea F seve
¥ Officer [ Reserve
[¥ Include Harent and sub Dapariments
Sefresh st | Gelect 41 | Lnselect &1 |

= a1 H 5
Empl
Short Employon Calary .
Fsmemu Name Descripfion | Classification [Grade Department | ‘EmulID m.';ld
H =N | | | TeEE

Bzav=

Type “CT1” in the Earnings Code field shown below or use the magnifying glass q
to search and select the Combat Tax Exclusion Earnings Code.

mmmm arnings Code: ICT1 Q|  start Date: I G Stop Date: I E)|
*Earnings I Q)

Twpe:

Note: Be sure to select the proper earnings type. The Stop Date will default to the
current date if left blank and “CT1IMTH?” is selected.

Continued on next page
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Combat Tax Exclusion

Starting Combat Tax Exclusion (Multiple Entry), Continued

Procedure (continued)

Step Action

3 Enter the Start Date. Use the first day of the month in which the entitlement

begins. The current date is automatically displayed. Use the calendar button Bl o
select the desired date. You can also click & drag_over the date field to select the
date then type the start date in MMDDYYYY format.

4 If this Combat Tax Exclusion is for one-month only, leave the Stop Date blank.
The system will automatically enter the last day of the month (using the month of
the start date entered in the previous step) upon selecting the “CTX1MO”
Earnings Code (see step 5).

If this Combat Tax Exclusion is for more than one month, the Stop Date may be
left blank to pay continuous Combat Tax Exclusion. If this is a temporary
entitlement, you may enter the stop date if the actual date to stop the entitlement is
known. (Please refer to the instructions for Individual Combat Tax Exclusion
entries for additional details on Earnings Codes and dates).

S Enter the Earnings Type code or use the Al to search and select from a listing of
available earning types.
Lookup Earnings Type

Cancel |

Search Results
1-2af 2

Eamings Code Eamnings Type Description

[CT1 CTECON Combat Tax Exclusion Continuous Until Further Orders

€11 CTXIMO Combat Tax Exclusion 1 Month Only

o If the members are entitled to Combat Tax Exclusion for one month only, then
use code CTX1IMO. (Note: Start date will be 1* day of the month and the stop
date will be the last day of the month.)

o If the members are entitled to Combat Tax Exclusion continuously, then use code
CTECON. Start date will be first day of the month. The stop date may be left
blank or the last day of a subsequent month may be entered if entering this
transaction retroactively to the actual stop date.

Continued on next page
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Combat Tax Exclusion

Starting Combat Tax Exclusion (Multiple Entry), Continued

Procedure (continued)

Step Action
6 Complete the “Selection Criteria” fields as outlined below.
Department: [AUSCG Q| | =Y ¥ Enlisted W Active
¥ Officer ¥ Reserve

¥ Include Parent and Sub Departments

Field Action
Department | There are 2 lookup boxes located next to Department...

Leave the first box set to AUSCG (Active Duty USCG) as
shown below.

Department: [AUSCG Q] | Q|

Type the Department Code in the 2" block shown below or
use the Rl to search and select from a listing of available

codes.
Department: [AUSC3 Q] | I =Y
Enlisted A checkmark M indicates enlisted personnel will be included

in the selection. Click on the box to remove enlisted

personnel, if desired. A blank box ™ indicates enlisted
personnel have been removed from the selection criteria.

Continued on next page
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Combat Tax Exclusion

Starting Combat Tax Exclusion (Multiple Entry), Continued

Procedure (continued)

Step Action

6 Active Always leave this item checked.

Officer A checkmark M indicates officers will be included in the
selection. Click on the box to remove officers, if desired.
A blank box [ indicates officers have been removed from
the selection criteria.

Reserve A checkmark M indicates reserve personnel will be
included in the selection. Click on the box to remove
reserve personnel, if desired. A blank box ™ indicates
reserve personnel have been removed from the selection
criteria. Only Reservists on Active Duty can be entitled to
Combat Tax Exclusion.

Include Parent | A checkmark M indicates sub departments will be

and Sub included in the selection. Click on the box to remove sub

Departments departments, if desired. A blank box ™' indicates sub
departments been removed from the selection criteria.

7 _ Refresh List | - . o
Click the button. A listing of personnel meeting the criteria in the
previous step appears in the table below.

R Find = B 1ot 1 [ 5
’759'9“9“ Hame g:::ripliun Elaslsiﬁcatiun’ﬁnepanmem “Empily EL:;I F’i
| 1| O |Elunger,DaIe E ‘PERSQ Regular |w2 |003388 Wg“o_‘hﬂ
Note: Clicking on this button in later steps will undo all changes.
8 Select Entries to be Processed:

Click the L2241 | 1 ition. Each row will in the table will run through a series
of internal edits and all that pass will receive a check mark as shown below.

Find |= Maeq I =|
Empl
Short Empl Salary a
Selected |Name Description |Classification |Grade |PePartment |“EmpliD ﬁﬁr"
il |Elunger,Da\e E. |PER82 Regular |W2 |DD3388 [rossans g“o ||E|

A check mark in the Selected Column indicates that the entitlement will be generated

and placed in the member’s history file upon saving.

13

Continued on next page



Combat Tax Exclusion

Starting Combat Tax Exclusion (Multiple Entry), Continued

Procedure (continued)

Step

Action

9

Removal of Entries From Being Processed:

Review the list and click the ¥ box to remove appropriate entries. A blank box ™
indicates that an entry will not be generated upon saving. The =] button can be used
to remove an entire row and gain the same effect.

LInselect All .. .
The button can be used to remove all entries if desired.

10

Add Entries to Be Processed:
Click the button in any row to add a blank row.

Type the member’s employee identification number in the EmplID block shown
below or use the magnifying glass QJ to search and select individuals from a list.

Empl
Short Empl Salary N
Selected | Name Description | Classification Grade Department |“EmpliD Eﬁ?
1| i |BungerDaleE. FERSZ  |Regular w2 o |o033se 108640 [o =1

2l O Qo 1| ==

Click on the empty box located in the Selected column so an entry will be generated
upon saving.

Note: Carefully review your work one last time to ensure there are no mistakes before
saving.

11

Click the 2522/ b tton.

14



Combat Tax Exclusion

Stopping Combat Tax Exclusion (Multiple Entry)

Introduction  This section provides the procedure for stopping Combat Tax Exclusion

(Multiple Entry).

Reminder, Combat Tax Exclusion stops automatically on the last day of the month of
PCS auto-stop PCS departure. Do not enter a Stop Combat Tax Exclusion (Multiple Entry)

transaction when a member departs PCS. The system will not reflect the
Combat Tax Exclusion until the PCS Departing Endorsement on Orders
Transaction is approved and saved.

Procedure Follow these steps to enter a stop Combat Tax Exclusion (Multiple Entry)

transaction.

Step

Action

1

Select Menu items in the following order.

Home > Compensate Employees > Maintain Entitlements > Use > Manage Multiple Entitlements

The Multiple Entitlement Panel appears as shown below.

{ Mulia © Srbiflzments

*Earnings Coder ||_ Q|  suanDae I E| stopDae: I [}
‘Eamings I =

Type:

Department: [MUSCC A | al W/ Eniisted IF nctve

W Dfficer [ Reserve

¥ Include Haront and sub Dapartments

“efresh st | Gelect 41 | Lnselect &1 |

fingé Y
selected [ Short Employere Ealary Department | ‘EmsID ER?JI
ElEC ame Descriplion |Classification |Grade ] (i M

Kl {—] i
|~ R

Type “CT1” in the Earnings Code field shown below or use the magnifying glass Q

to search and select the Combat Tax Exclusion code.
j." Multiple Entitlements ‘.I_

mmmmpF 3MNINGS Code: cT1 |4

Continued on next page
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Combat Tax Exclusion

Stopping Combat Tax Exclusion (Multiple Entry), Continued

Procedure (continued)

Step Action

3 Enter the Earnings Type Code.
I." Multiple Entitlemnents \'.I_

Earnings Code:|CT1 |Q|  Start Date: B  Stop Date: )

Earnings CTECOM ﬂ Combat Tax Exclusion Continuous Until Further Orders
Type:

e Use code CTECON.

4 Start Date. Leave blank.

5 Stop Date. Enter the date to stop the entitlement. Combat Tax Exclusion is a
monthly entitlement. To maintain consistence with entries entered using the individual
employee entitlements menu, use the last day of the month as the Stop Date.

6 | Complete the “Selection Criteria” fields as outlined below.

Department: |AUSCG Q) | Q) ¥ Enlisted W active
¥ Officer ¥ Reserve

¥ Include Parent and Sub Departments

Field Action
Department | There are 2 lookup boxes located next to Department...

Leave the first box set to AUSCG (Active USCG Departments) as
shown below.

Department: [AUSCG Q[ | ey

Type the Department Code in the 2" block shown below or use the
QJ to search and select from a listing of available codes.

Department;: [AUSCG Q| | =Y

1

Continued on next page
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Combat Tax Exclusion

Stopping Combat Tax Exclusion (Multiple Entry), Continued

Procedure (continued)

Step Action
6 Field Action

Enlisted A checkmark M indicates enlisted personnel will be
included in the selection. Click on the box to remove
enlisted personnel, if desired. A blank box I indicates
enlisted personnel were removed from the selection criteria.

Active A checkmark M indicates active duty personnel will be
included in the selection. Click on the box to remove active

Q) duty personnel if desired.

_% Officer A checkmark M indicates officers will be included in the

o selection. Click on the box to remove officers, if desired. A
blank box ™ indicates officers were removed from the
selection criteria.

Reserve A checkmark M indicates reserve personnel will be
included in the selection. Click on the box to remove
reserve personnel if desired. A blank box ' indicates
reserve personnel were removed from the selection criteria.

Include Parent | A checkmark I indicates sub departments will be included

and Sub in the selection. Click on the box to remove sub

Departments departments if desired. A blank box I indicates sub
departments were removed from the selection criteria.

7 _ Refresh List | . . L
Click the button. A listing of personnel meeting the criteria in the

previous step appears in the table below.

Selected [Name

Empl
Short Empl Salary .
Description |Classification |Grade Department |“EmpliD ﬁzrd

Find = [ 1ot 1 2] 5

| 1 r |Elunger,DaIe E.

Note: Clicking on this button in later steps will undo all changes.

|PER82 Regular |W2 |UU3383 g“u ||E|

Continued on next page

17



Combat Tax Exclusion

Stopping Combat Tax Exclusion (Multiple Entry), Continued

Procedure (continued)

Step Action

8 Select Entries to be Processed:

Mark the Checkbox in the Selected column for each person you want to create a

transaction on you can also click the —_2*"®t | putton. Each row in the table will

run through a series of internal edits and all that pass will receive a check mark as shown
below.

Find

Empl
Short Empl Salary r
Selected |Name Description |Classification |Grade Department | “‘EmplID Ez?

qp |Elunger,DaIeE. |PER82 Regular |W2 |003388 [_[g“u ||E|

A check mark in the Selected Column indicates that the entitlement transaction will be
generated for the member(s) upon saving.

9 | Removal of Entries From Being Processed:

Review the list and click the M box to remove appropriate entries. A blank box ™
indicates that an entry will not be generated upon saving. The =] button can be used to
remove an entire row and gain the same effect.

Inselect All .. .
The button can be used to remove all entries if desired.

10 | Add Entries to Be Processed:
Click the button in any row to add a blank row.

Type the member’s employee identification number in the EmplID block shown below
or use the magnifying glass Q] to search and select individuals from a list.

Ll Empl alal N Empl -
Selected Name g:ssriptiun Classification gralldr: Department | "EmplID 55?
1| ¥ [Bungerpalee PERSZ  |Regular  |w2  |003388 o1 |=| =1
2 O | aljfo 1| =]
Click on the empty box located in the Selected column so an entry will be generated

upon saving.

Note: Carefully review your work one last time to ensure there are no mistakes before
saving.

111 Glick the =522/ 1 tion.
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Encl: (1)

Combat Servicemembers’ Group Life Insurance Allowance

Overview

Introduction

Topics

This section provides the procedures for Combat SGLI Allowance. This
entitlement provides an allowance to members for the cost of the maximum
SGLI coverage (Currently $400,000) plus the cost of Traumatic SGLI
(Currently $1) for duty served during any part of a month serving in
Operations Enduring Freedom or Iragi Freedom Theaters or serving outside
the U.S. on orders in support of Operations Enduring Freedom or Iraqi

Freedom.

The following topics are covered in this guide

Topic See Page
Guiding Principles 2
Starting Combat SGLI Allowance 5
Stopping Combat SGLI Allowance 8
Correcting Combat SGLI Allowance 9
Deleting Combat SGLI Allowance 10
Starting Combat SGLI Allowance (Multiple Entry) 11
Stopping Combat SGLI Allowance (Multiple Entry) 17




Combat Servicemembers’ Group Life Insurance Allowance

Guiding Principles

Introduction

Reference

Before you
begin

Entitlement
Overview

Approval

This section provides the guiding principles for Combat SGLI Allowance.

The following references provide additional information about Combat SGLI
Allowance and/or related entitlements, such as Combat Tax Exclusion.

Ref: (a) National Defense Authorization Act for Fiscal Year 2007 (Public

Law 109-364)

(b) COMDT COGARD Washington DC 301413Z OCT
06/ALCOAST 523/06, CG-12, COMDTNOTE 7220

(c) National Defense Authorization Act for Fiscal Year 2006 (Public
Law 109-163)

(d) COMDT COGARD Washington DC 022005Z FEB
06/ALCOAST 060/06, CG-12, COMDTNOTE 7220

(e) Coast Guard Pay Manual, COMDTINST M7220.29(series), Sec.
8-G-2

(f)  Personnel and Pay Procedures Manual, PSCINST
M1000.2(series), Sec. 8-B

If you are not familiar with the employee entitlement basic navigation
instructions, they can be found at: Employee Entitlements, Basic Navigation
Guide in the Direct-Access Online Help at http://cgweb.psc.uscg.mil/ps or
http://www.uscg.mil/ha/psc/ps

Multiple entry capability is available for this entitlement. Go to page 11 of
this guide for instructions on preparing multiple entries for entire units and/or
sub departments.

Per references (a) and (b), members entitled to Income Tax Exclusion for
Duty serving in Operations Enduring Freedom or Iragi Freedom Theaters or
serving outside the U.S. on orders in support of Operations Enduring
Freedom or Iraqi Freedom shall receive an allowance equal to the amount of
the cost for the maximum SGLI coverage plus the cost of Traumatic SGLI
coverage. Family SGLI coverage costs are not included.

This transaction does not require routing to a SPO Supervisor for approval.
The transaction will be approved and transmitted to JUMPS when the data is
entered and successfully saved by a CGHRS Role User.

Continued on next page
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http://www.uscg.mil/hq/psc/ps

Combat Servicemembers’ Group Life Insurance Allowance

Guiding Principles, continued

Connection
with Combat
Tax Exclusion

Reminder!

Submit
transactions for
Combat SGLI
when submitting
transactions for
Combat Tax
Exclusion for
members serving
in support of
Operations
Enduring Freedom
or Iragi Freedom

Connection

with SGLI and

Family SGLI
Elections

A member must be entitled to Income Tax Exclusion for Duty in Operations
Enduring Freedom or Iragi Freedom Theaters or be serving outside the U.S.
on orders in support of Operations Enduring Freedom or Iragi Freedom in
order to be eligible for Combat SGLI Allowance. Policies and procedures for
entitlement to Combat Tax Exclusion can be found in references (d) and (e).

Combat SGLI Allowance can be recorded as a one-time entitlement
(allowance for a single month only) or as a continuous entitlement (allowance
will continue until submission of a stop transaction). Entries for entitlement to
Combat SGLI and Combat Tax Exclusion must match:

e If a member is entitled to Combat Tax Exclusion for one month only, then
the entry for Combat SGLI must also be for one month only.

e If a member is entitled to Combat Tax Exclusion continuously, then the
entry for Combat SGLI must also be for a continuous entitlement and a stop
transaction must be entered when the stop Combat Tax Exclusion is
entered.

Note: If the member is entitled to Combat SGLI Allowance due to serving
outside the U.S. on orders in support of Operations Enduring Freedom or
Iragi Freedom, but not entitled to Combat Tax Exclusion, the Combat SGLI
Allowance entitlement must be entered by a SPO Supervisor (CGHRSUP
Role User) using the “Manual Row Switch” checkbox to override edits and
allow the transaction to save.

Members with SGLI coverage elections of $0 (declined), or any other amount
less than the current $400.000 maximum, who become entitled to Combat
SGLI Allowance, will temporarily have their SGLI coverage increased to
$400,000 for the duration of the entitlement to Combat SGLI Allowance. The
member’s previous SGLI coverage resumes the first day of the month
following the month the member’s entitlement to Combat SGLI Allowance
ends unless the member submits a new SGLI or SGLI Family election during
the time they are entitled to Combat SGLI allowance. If a member submits a
new SGLI election or SGLI Family election, while entitled to Combat SGLI
Allowance, the new elections will override any elections the member had in
place prior to receipt of Combat SGLI allowance.

Continued on next page



Combat Servicemembers’ Group Life Insurance Allowance

Guiding Principles, continued

Connection
with SGLI and
Family SGLI
Elections
(cont’d)

JUMPS will open a new Segment 32 to increase the member’s SGLI coverage
to $400,000 when a start Combat SGLI Allowance transaction processes.

The temporary increase is effective the first day of the month in which the
member is entitled to Combat SGLI and ends the last day of the month the
entitlement to Combat SGLI stops. The letter “S” will appear in the “Combat
Code” field of any Segment 32 opened by JUMPS to record a temporary
SGLI coverage increase.

e Temporary SGLI coverage changes, made in JUMPS, due to receipt of
Combat SGLI allowance will not appear in the member’s SGLI elections in
DA (Compensate Employees > Administer Base Benefits > Life and AD/D
Benefits).

When starting Combat SGLI Allowance SPOs shall also:

e Review member’s current SGLI Election and Certificate (form SGLV-
8286) for accuracy and completeness. If no SGLV-8286 form is on file,
provide the member with a blank form with instructions to complete and
return to the SPO as soon as possible.

¢ Inform married members, who have previously declined SGLI coverage, or
have coverage at the $50,000 level, that Family SGLI coverage is available
while they are receiving Combat SGLI Allowance. The member must
submit a SGLI Family Coverage Election (form SGLV-8286A) and
SGLV-8286 form, with a coverage level of at least $100,000, if they desire
coverage under the SGLI Family program. Premiums for SGLI and SGLI
Family coverage will be deducted from the member’s pay and will continue
after entitlement to Combat SGLI Allowance ends.

e Compare SGLV-8286 (and SGLV-8286A, if applicable) with LES to
confirm correct deductions are (or were) in effect.




Combat Servicemembers’ Group Life Insurance Allowance

Starting Combat SGLI Allowance

Introduction

This section provides the procedure for starting Combat SGLI Allowance.

Procedure Follow the steps in the Basic Navigation Guide to access the member’s
entitlements page. Then, follow these steps to enter a new Combat SGLI
Allowance entitlement.
Step Action
1 | Review the member’s Entitlement Summary page to see if the member has a previous

or current entry for Combat SGLI Allowance entitlement.

View5 |< [ 15013 [M =
BAH (Basic Allow for Housing) _Continue| it Dep: r;mR and Dep not assi Started
Combat SGLI Allowancs Continue é;%ii?gsu Continuous Stopped 2006-
Career Sea Pay Confinge| gaélr Sea Pay Started 2004-06-03 E
Career Sea Pay Premium Continue|  Career Sea Pay Premium Started 2004-
Combat Tax Exclusion Continue gi_r?t‘]atTax Exclusion Continuou Started
Family Separation Allowance Continue iggnsi;f;_j;aration Allowance, C Started
Imminent Dnar-Hostile Fire Pay  Continue Igrgsn?1e1n-t1§anger Haostile Fire P Started
CONUS COLA Continue E%DP?[JD;E?CSJLAWM DEPNS Stopped
2004-06-02

If a Combat SGLI Allowance | Then

Entry is

Present Click the Conlinue| by tion

Not present

1. Click any L*_to insert a new entitlement.
2. Enter code “CSA” in the entitlement block

in the new row
3. Then, click the ':':'”'“""'?|

button

If this is the first Combat SGLI Allowance entry for this member go to step 3.

If this is not the first Combat SGLI Allowance entry for this member click the

button to begin a new transaction.

~Eamings Code: | C54 R  Combat SGLI Allowance

Manual
% Start Stop % r 3 Approval
Start Date Time/Seq Stop Date TimelSeq Earnings Type Description Status RO\fv
Switch
e Py Combat S6LI
1 ;_qﬂﬂﬂ?ﬂﬂﬁ;@ 2502 :_034’314’200%@ 2503 CSCONT Chathtious A

View All

Iz Kl 20i2 I 5|

|= [ 10t1 [M] =

View All

Earning Process Type

Multiple Entitiements - ﬂ

Continued on next page
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Combat Servicemembers’ Group Life Insurance Allowance

Starting Combat SGLI Allowance, Continued

Procedure (continued)

Step Action

3 | Enter the Start Date. The current date is automatically displayed. Use the calendar

button E¥ to select the desired date. You can also click & drag over the date field to

select the date then type the start date in MM/DD/YYYY format.

*Earmnings Code: |C5A =Y Combat SGLI Allowance

Approval Manual
Status switch

*Start Date Stop Date *Earnings Type Description

Start Stop
TimelSeq Time/Seq

1|04/1012006 |Ef 0000 EJ| oooo & P

Notes: (1) The system will automatically change the Start Date to the 1% of the month
upon successfully saving this transaction.
(2) Start date must be for the same month as the entry for Combat Tax
Exclusion (CT1).

4 Stop Date. Leave blank.

A Stop Date is not required if you are entering Combat SGLI One Month Only (see
next step for selecting the Earnings Type). The system will automatically enter the last
day of the month in this field when you successfully save the transaction.

See the instructions in the following section (page 8) for stopping Combat SGLI
Continuous. Never future date or “estimate” the stop date.

5 | Enter the Earnings Type code or use the A to search and select from a listing of
available earning types.

Earnings Code Earnings Type Description

CoA CE1MTH Combat 3GLI One Manth
C3A CSCONT Combat SGLI Continuous

o If a member is entitled to Combat Tax Exclusion for one month only, then the entry
for Combat SGLI must also be for one month only. Use code CSIMTH.

o If a member is entitled to Combat Tax Exclusion continuously, then the entry for
Combat SGLI must also be for a continuous entitlement, use code CSCONT. A stop
transaction must be entered when the stop Combat Tax Exclusion is entered.

Note: Transactions to start Combat Tax Exclusion must be entered in the system
before entering transactions to start Combat SGLI Allowance.

6 | Description is pre-filled. Ensure the proper entitlement is shown, repeat step 5 to
select the correct type if necessary.

Continued on next page



Combat Servicemembers’ Group Life Insurance Allowance

Starting Combat SGLI Allowance, Continued

Procedure (continued)

Step

Action

7

Approval Status is pre-filled. The status will automatically change from Pending (P)
to Approved (A) upon saving. The transaction cannot be saved in a Pending status. It

will automatically change to Approved (A) when a user CGHRS Role User enters the
data and successfully saves the transaction.

Manual Row Switch. (SPO SupervisorssfCGHRSUP role users only) Select this
checkbox only when necessary to override pay edits. Caution! Overriding pay edits
may result in errors and possible overpayment of entitlement.

Note: If the member is entitled to Combat SGLI Allowance due to serving outside the
U.S. on orders in support of Operations Enduring Freedom or Iraqgi Freedom, but not
entitled to Combat Tax Exclusion, the Combat SGLI Allowance entitlement must be
entered by an SPO Supervisor (CGHRSUP Role User) using the “Manual Row
Switch” checkbox to override edits and allow the transaction to save.

Click the B sove button (located at the bottom left of the screen) to approve and
transmit the entry.




Combat Servicemembers’ Group Life Insurance Allowance

Stopping Combat SGLI Allowance

Introduction This section provides the procedure for stopping Continuous Combat SGLI

Allowance (Earnings Type “CSCONT”").

Before you Continuous Combat SGLI Allowance must be stopped before stopping

begin

Combat Tax Exclusion.

Continuous Combat SGLI Allowance automatically stops the last day of the
month of PCS departure. Do not enter a stop Continuous Combat SGLI
Allowance if the member is departing PCS during a month in which they are
entitled to Combat SGLI Allowance.

Procedure Follow the steps in the Basic Navigation Guide to access the member’s

entitlements page. Then, follow these steps to enter a stop Combat SGLI
Allowance transaction.

Step Action
1 Find the row to stop. The stop date will be blank as shown below:
*Earnings Code: |C54 Q) Combat SGLI Allowance
|
*Start Date eotart Stop Date Stop *Earnings Type Description Approval =se
Timel/Seq TimelSeq Status Switch
1[ot01/2008 ]Gl 2501 | Bl oooo  [csconT |@ ggmiﬁosug'-' A
2 Enter the Stop Date for the entitlement by using the calendar button EJ 10 select the
desired date. You can also click & drag over the date field then Type the stop date in
MM/DD/YYYY format.
3

Click the B sove] button (located at the bottom left of the screen) to approve and
transmit the entry.



http://www.uscg.mil/hq/psc/ps/pay_entitlements/employee_entitlements,_basic_navigation.htm

Combat Servicemembers’ Group Life Insurance Allowance

Correcting Combat SGLI Allowance

Introduction  This section provides the procedure for correcting Combat SGLI Allowance.

Discussion Only the stop date may be corrected. To change the effective start date or an
incorrect earnings type, you must delete the entire row (see the next section
for the procedure to delete Combat SGLI Allowance) and then start a new
Combat SGLI Allowance entitlement.

Procedure Follow the steps in the Basic Navigation Guide to access the member’s
entitlements page. Then, follow these steps to correct an incorrect Stop date.

Step

Action

1

Find the Combat SGLI Allowance row to correct.

Click & drag over the Stop Date field to change its value. Dates
must be typed in MM/DD/YYY'Y format. You may also use

calendar buttons 2 to modify dates and the magnifying glass Q
to change the earning type.

Click the B sove button located at the bottom left of the screen.



http://www.uscg.mil/hq/psc/ps/pay_entitlements/employee_entitlements,_basic_navigation.htm

Combat Servicemembers’ Group Life Insurance Allowance

Deleting Combat SGLI Allowance

Introduction  This section provides the procedure for deleting Combat SGLI Allowance.

Discussion The total Combat SGLI Allowance entitlement will be recouped when using
this feature.

Procedure Follow the steps in the Basic Navigation Guide to access the member’s
entitlements page. Then, follow these steps to enter a deletion of a Combat
SGLI Allowance transaction.

Step

Action

1

Find the Combat SGLI Allowance row to delete.

Click on the =] button located in the row to be deleted.

Click the B sove button located at the bottom left of the screen.

10
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Combat Servicemembers’ Group Life Insurance Allowance

Starting Combat SGLI Allowance (Multiple Entry)

Introduction

(Multiple Entry).

This section provides the procedure for starting Combat SGLI Allowance

Before you You will not be able to save this transaction unless all members you select to
begin receive Combat SGLI Allowance also have a Combat Tax Exclusion entry for
the same month.
Procedure Follow these steps to enter a new Combat SGLI Allowance (Multiple Entry)
entitlement.
Step Action
1 Select Menu items in the following order.

Home > Compensate Employees > Maintain Entitlements > Use > Manage Multiple Entitlements

The Multiple Entitlement Panel appears as shown below.

l( Mulia ¢ =ntitlzmenis Y

*Earnings Coe: ||_ Q|  sanDae I Bl stopDae: I &
‘Eamings I )

Type:

Department: [AUSCE ([ | al W enistea  acmve

W Dfficer [ Reserve

¥ Include Paront and sub Daparimaents

“efresh st | Select 8l | Lnselect &1 |

[l = A oF 4 =
Selected |N i Employoe (Salary |, o rtment | EmallD ER?:? I
EleC ame Descriplion | Classification |Grage [~ =Parmer n

Hin
RN T A T 1 oo 3] 51
Bzava

Type “CSA” in the Earnings Code field shown below or use the magnifying glass =V
to search and select the Combat SGLI Allowance Earnings Code.

(" Wultiple Entitlements

mmmdEarnings Code: |54 |Q)

11

Continued on next page



Combat Servicemembers’ Group Life Insurance Allowance

Starting Combat SGLI Allowance (Multiple Entry), Continued

Procedure (continued)

Step Action
3 Enter the Earnings Type Code.
J./ Multiple Entitlements \'.I_
Earnings Code: |CSA | Q|  Start Date: || [+]

Earnings CSCONTQ| cCombat SGLI Continuous
Type:

o If the members are entitled to Combat Tax Exclusion for one month only, then the
entry for Combat SGLI must also be for one month only. Use code CSIMTH.

o If the members are entitled to Combat Tax Exclusion continuously, then the entry for
Combat SGLI Allowance must also be for a continuous entitlement, use code
CSCONT.

Note: Transactions to start Combat Tax Exclusion must be entered in the system before
entering transactions to start Combat SGLI Allowance.

4 Enter the Start Date. Must the same as the start date for Combat Tax Exclusion,
usually the first day of the month in which the entitlement begins (e.g. 03/01/2006). The
current date is automatically displayed. Use the calendar button EJ 1o select the desired
date. You can also click & drag over the date field to select the date then type the start
date in MMDDYYYY format.

S) Stop Date. Leave blank.

A Stop Date is not required if you are entering Combat SGLI One Month Only (see
previous step for selecting the Earnings Type). The system will automatically enter the
last day of the month in this field when you successfully save the transaction.

See the instructions in the following section for stopping Combat SGLI Continuous.
Never “estimate” the stop date.

Continued on next page
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Combat Servicemembers’ Group Life Insurance Allowance

Starting Combat SGLI Allowance (Multiple Entry), Continued

Procedure (continued)

Step

Action

6

Complete the “Selection Criteria” fields as outlined below.

Department: [AUSCG Q) | @) W Enisted ! Active
I officer ¥ Reserve

¥ Include Parent and Sub Departments

Field Action
Department | There are 2 lookup boxes located next to Department...

Leave the first box set to AUSCG (Active USCG Units)
as shown below.

Department: [AUSCG Q) | Q

Type the Department Code in the 2" block shown below

or use the A to search and select from a listing of
available codes.

Department: [AUSCG Q) | Q|

1

Enlisted A checkmark M indicates enlisted personnel will be
included in the selection. Click on the box to remove
enlisted personnel, if desired. A blank box ™ indicates
enlisted personnel were removed from the selection
criteria.

Continued on next page
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Combat Servicemembers’ Group Life Insurance Allowance

Starting Combat SGLI Allowance (Multiple Entry), Continued

Procedure (continued)

Step Action

6 Field Action
Active A checkmark M indicates active duty personnel will be
included in the selection. Click on the box to remove active
duty personnel if desired.
Officer A checkmark M indicates officers will be included in the
selection. Click on the box to remove officers, if desired. A
blank box ™' indicates officers were removed from the
selection criteria.
Reserve A checkmark M indicates reserve personnel will be
included in the selection. Click on the box to remove
reserve personnel if desired. A blank box ™ indicates
reserve personnel were removed from the selection criteria.
Reserve personnel are not entitled to Combat SGLI
Allowance unless they are on active duty.
Include Parent | A checkmark I indicates sub departments will be included
and Sub in the selection. Click on the box to remove sub
Departments departments if desired. A blank box [ indicates sub
departments were removed from the selection criteria.

p.Ju0d

7 . Refrash List - . o
Click the e E | button. A listing of personnel meeting the criteria in the

previous step appears in the table below.

Find [« {4 101 [ =

Empl
Short Empl Salary N
Selected |Name Description |Classification |Grage |Pepartment | ‘EmpliD ﬁgr"

|1 - |E|unger,Da|eE |PER82 Regular |W2 |nnaasa ‘_I'g“n ||E|

Note: Clicking on this button in later steps will undo all changes.

Continued on next page
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Combat Servicemembers’ Group Life Insurance Allowance

Starting Combat SGLI Allowance (Multiple Entry), Continued

Procedure (continued)

Step

Action

8

ﬁ? v ‘Elunger,DaIeE |PER82 Regular |W2 |003388 :[g“u ||E|

Select Entries to be Processed:

Mark the Checkbox in the Selected column for each person you want to create a

transaction on you can also click the 22| hutton. Each row will in the table

will run through a series of internal edits and all that pass will receive a check mark as
shown below.

Find |= [ 11 M =|

Empl
Short Empl Salary a
Selected |Name Description |Classification |Grade Department | *EmpliD 52?

A check mark in the Selected Column indicates that the entitlement will be generated
and placed in the members’ entitlements upon saving.

Removal of Entries From Being Processed:

Review the list and click the M box to remove appropriate entries.

e Ablank box ™ indicates that an entry will not be generated upon saving.

e The =] button can be used to remove an entire row and gain the same effect.

Inselect All .. .
e The button can be used to remove all entries if desired.

Continued on next page
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Combat Servicemembers’ Group Life Insurance Allowance

Starting Combat SGLI Allowance (Multiple Entry), Continued

Procedure (continued)

Step

Action

10

Add Entries to Be Processed:
Click the button in any row to add a blank row.

Type the member’s employee identification number in the EmplID block shown
below or use the magnifying glass Q/ to search and select individuals from a list.

Empl
Short Empl Salary .
selected|Name Description |Classification | Grade Department | “EmpliD EE:‘
1| ™% |Bunger,DaleE. PERS?  |Regular w2 [oo33ss [o =1
| Q

2l O

Click on the empty box located in the Selected column so an entry will be generated
upon saving.

Note: Carefully review your work one last time to ensure there are no mistakes before
saving.

11

Click the B52ve) b vion.
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Combat Servicemembers’ Group Life Insurance Allowance

Stopping Combat SGLI Allowance Multiple Entry

Introduction  This section provides the procedure for stopping Combat SGLI Allowance

(Multiple Entry). Transactions to stop Combat SGLI Allowance must be
entered in the system before entering transactions to stop Combat Tax
Exclusion.

Reminder, Combat SGLI Allowance stops automatically on the day prior to PCS
PCS auto-stop departure. Do not enter a Stop Combat SGLI Allowance transaction when a

member departs PCS. The system will not reflect the Combat SGLI
Allowance (Multiple Entry) stop until the departing endorsement on orders
transaction is approved and saved.

Procedure Follow these steps to enter a stop Combat SGLI Allowance (Multiple Entry)

transaction.

Step Action
1 Select Menu items in the following order.
Home > Compensate Employees > Maintain Entitlements > Use > Manage Multiple Entitlements
The Multiple Entitlement Panel appears as shown below.
/TR €SP ens
*Earnings lel_g srannaw:l—@ Stnpl:law:l—@
‘Eamings I )
Type:
Department: |AL|SCGﬂ | Q Wl Eniistea F seve
¥ Officer ¥ Reserve
F Include Harsmt and sk Daparlmams
Tefresh dst | Select 8] | Lnselec: &1 |
FSBIeded Name g:z:rinlion E:E;D%OE;WH g?;:r: Deparment | *EnmliD Red
o | | | | ==
E3=v=|
2 Type “CSA” in the Earnings Code field shown below or use the magnifying glass Q)

to search and select the Combat SGLI Allowance Earnings Code.
(" Wultiple Entitlements

mmmdEarnings Code: |54 |Q)

Continued on next page
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Combat Servicemembers’ Group Life Insurance Allowance

Stopping Combat SGLI Allowance Multiple Entry, Continued

Procedure (continued)

Step Action

3 Enter the Earnings Type Code.
J./ Multiple Entitlements \'.I_

Earnings Code: |C3A Q]  Start Date: || =]

Earnings CSCONTQ| cCombat SGLI Continuous
Type:

e Use code CSCONT.

4 Start Date. Leave blank.

(62}

Stop Date. Enter the date to stop the entitlement.

6 | Complete the “Selection Criteria” fields as outlined below.

Department: [AUSCG Q) | Q) ¥ Enlisted W Active
¥ officer ¥ Reserve

¥ Include Parent and Sub Departments

Field Action
Department | There are 2 lookup boxes located next to Department...

Leave the first box set to AUSCG (Active USCG Units)
as shown below.

Department: [AUSCG Q) | Ql

Type the Department Code in the 2™ block shown below

or use the Ql to search and select from a listing of
available codes.

Department: [AUSCG Q| =Y

1

Continued on next page
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Combat Servicemembers’ Group Life Insurance Allowance

Stopping Combat SGLI Allowance Multiple Entry, Continued

Procedure (continued)

Step Action

6 Field Action
Enlisted A checkmark M indicates enlisted personnel will be
included in the selection. Click on the box to remove
enlisted personnel, if desired. A blank box ™ indicates
enlisted personnel were removed from the selection criteria.
Active A checkmark M indicates active duty personnel will be
included in the selection. Click on the box to remove active
duty personnel if desired.
Officer A checkmark M indicates officers will be included in the
selection. Click on the box to remove officers, if desired. A
blank box ™ indicates officers were removed from the
selection criteria.
Reserve A checkmark M indicates reserve personnel will be
included in the selection. Click on the box to remove
reserve personnel if desired. A blank box I indicates
reserve personnel were removed from the selection criteria.
Reserve personnel are not entitled to Combat SGLI
Allowance unless they are on active duty.
Include Parent | A checkmark I indicates sub departments will be included
and Sub in the selection. Click on the box to remove sub
Departments departments if desired. A blank box I indicates sub
departments were removed from the selection criteria.

p.Ju0d

7 . Refresh List - i o
Click the e | button. A listing of personnel meeting the criteria in the

previous step appears in the table below.

Find  |= 4 101 [¥] =

Empl
Short Empl Salary
Selected|Name Description |Classification |Grade Department |“EmpliD ﬁg?

|1 i |Elunger,DaIeE. |PERS2 Regular |w2 |003388 g“n ||E|

Note: Clicking on this button in later steps will undo all changes.

Continued on next page
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Stopping Combat SGLI Allowance Multiple Entry, Continued

Procedure (continued)

Step

Action

8

Select Entries to be Processed:

Mark the Checkbox in the Selected column for each person you want to create a

transaction on you can also click the __2*"®t* | putton. Each row in the table will

run through a series of internal edits and all that pass will receive a check mark as shown
below.

Find  |= [0 1061 [ =

Empl
Short Empi Salary .
Selected[lame Description |Classification |Grade Department “EmplID E;:'

qp |Elunger,DaIeE. |PER82 Regular |W2 |003388 g“o ||E|

A check mark in the Selected Column indicates that the entitlement transaction will be
generated for the member(s) upon saving.

9 | Removal of Entries From Being Processed:
Review the list and click the M box to remove appropriate entries. A blank box
indicates that an entry will not be generated upon saving. The =] button can be used to
remove an entire row and gain the same effect.
Unselect All . .
The button can be used to remove all entries if desired.
10 | Add Entries to Be Processed:
Click the button in any row to add a blank row.
Type the member’s employee identification number in the EmplID block shown below
or use the magnifying glass QJ to search and select individuals from a list.
zaiacted|Hame g:g;triptiun Elaslsiﬁcation g?;?jrg Department | “EmpliD EL“';]I
Nbr
1| ¥ [Bungerpaiee PERSZ  |Regular  |w2  |003388 o1 |=| =1
2| O | Q|| ==
Click on the empty box located in the Selected column so an entry will be generated
upon saving.
Note: Carefully review your work one last time to ensure there are no mistakes before
saving.
11

Click the "=52v¢) piion.
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Overview

Introduction

Topics

Imminent Danger — Hostile Fire Pay

This section provides the procedures for Imminent Danger — Hostile Fire
Pay. This entitlement is paid to members on official duty in a designated
area, subject to hostile fire or explosion of hostile mines, or to members
killed, injured, or wounded by hostile fire, or any other hostile action.

The following topics are covered in this section

Topic See Page
Guiding Principles 2
Starting Imminent Danger — Hostile Fire Pay 3
Stopping Imminent Danger — Hostile Fire Pay 5
Correcting Imminent Danger — Hostile Fire Pay 6
Deleting Imminent Danger — Hostile Fire Pay 7
Starting Imminent Danger — Hostile Fire Pay (Multiple Entry) 10
Stopping Imminent Danger — Hostile Fire Pay (Multiple 15

Entry)




Imminent Danger — Hostile Fire Pay

Guiding Principles

Introduction

Reference

Before you
begin

Auto-stop
upon PCS
departure

This section provides the guiding principles for Imminent Danger — Hostile
Fire Pay.

The following references provide additional information about Imminent
Danger — Hostile Fire Pay.

e U.S. Coast Guard Pay Manual, COMDTINST
M7220.29(series), Chap 4\

If you are not familiar with the employee entitlement basic navigation
instructions, they can be found at: Employee Entitlements, Basic Navigation
Guide

Multiple entry capability is available for this entitlement. Refer to the
Imminent Danger/Hostile Fire Pay Multiple Entry topic on page 8 of this
guide for instructions on preparing multiple entries for entire units and/or sub
departments

Imminent Danger — Hostile Fire Pay stops automatically on the day prior to
PCS departure. Do not enter a Stop Imminent Danger — Hostile Fire Pay
transaction when a member departs PCS. The system will not reflect the
Imminent Danger — Hostile Fire Pay stop the PCS Departing Endorsement on
Orders is approved and saved.



http://www.uscg.mil/CCS/CIT/CIM/DIRECTIVES/CIM/CIM_7220_29A.pdf
http://www.uscg.mil/hq/psc/ps/pay_entitlements/employee_entitlements,_basic_navigation.htm
http://www.uscg.mil/hq/psc/ps/pay_entitlements/employee_entitlements,_basic_navigation.htm

Imminent Danger — Hostile Fire Pay

Starting Imminent Danger — Hostile Fire Pay

Introduction This section provides the procedure for starting Imminent Danger — Hostile

Fire Pay.

Procedure Follow the steps in the Basic Navigation Guide to access the member’s

entitlements detail page. Then, follow these steps to enter a new Imminent
Danger — Hostile Fire Pay entitlement.

Step Action
L In the B nluce Histor) mode, click the button shown below.

tarnlmcm:mg Epurciial Duby Asssigrnmind Piy (£ B
+ [FevT o [F50  [rrznot (3 o | [EDETe @ St LEDET boarang i e | e

A new blank row appears...

[ - L TR LR
“Eamings cooa:[50% @ Epuciad Duby Assignenienl Pay =
1 [z l%| ai;‘;.l%I a P ) T | 3|

2 Enter the Start Date. The current date is automatically displayed. Use the calendar
button B to select the desired date. You can also click & drag_over the date field to
select the date then type the start date in MMDDYYYY format. (Note: Start date
changes to first day of the month upon saving).

3 The Start Time is pre-filled by the system and must not be changed.

4 The Stop Date may be left blank to pay continuous Imminent Danger — Hostile Fire
Pay. If this is a temporary entitlement, you may enter the stop date. However, you
should never estimate the stop date, leave it blank until the actual stop date is known.

5 Stop Time is pre-filled by the system and must not be changed.

6 Enter the Earnings Type in the code if known or use the X/ to search and select
from a listing of available earning types.

7 Description is pre-filled. Ensure the proper entitlement is shown, repeat step 6 to
select the correct type if necessary.

8 Approval Status is pre-filled. The status will automatically change from Pending
(P) to Approved (A) upon saving.

9 Manual Row Switch. (CGHRSUP role users only) Select this field only when

necessary to override pay edits. Caution! Overriding pay edits may result in errors
and possible overpayment of entitlement.

Continued on next page
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Imminent Danger — Hostile Fire Pay

Starting Imminent Danger — Hostile Fire Pay, Continued

Procedure (cont’d)

Step Action
10 | Click the 2= button to bring up the Supporting Data screen below:
Supporting Data
HF  07/01/2003  HF1MTH
Foreign Country: Fﬂ Djibouti
Dollar Amount: I ___
| Ok || Cancel |
Enter the Foreign Country code. Use the magnifying glass QJ to search and select the
code. You must use a code for a country or region where Imminent Danger — Hostile
Fire Pay is authorized, not all codes on the lookup listing are valid for this entitlement.
Use “PG” for members serving aboard cutters deployed to the Persian Gulf.
Enter the dollar amount of Hostile Fire Pay Location shown in the Pay Manual in the
Dollar Amount field.
Click the button when finished.
1 ARRI®YE | Not Used. Payment of Imminent Danger — Hostile Fire Pay does not require
audit and approval.
12 | Earnings Process Type Not Required. Disregard this field
13

Click the B sove) button (located at the bottom left of the screen) to approve and
transmit the entry.




Imminent Danger — Hostile Fire Pay

Stopping Imminent Danger — Hostile Fire Pay

Introduction  This section provides the procedure for stopping Imminent Danger — Hostile

Fire Pay.

Reminder, Imminent Danger — Hostile Fire Pay stops automatically on the day prior to
PCS auto-stop PCS departure. Do not enter a PeopleSoft Stop Imminent Danger — Hostile

Fire Pay transaction when a member departs PCS. The system will not reflect
the Imminent Danger — Hostile Fire Pay stop until it is resynchronized with
JUMPS.

Procedure Follow the steps in the Basic Navigation Guide to access the member’s

entitlements detail page. Then, follow these steps to enter a stop Imminent
Danger — Hostile Fire Pay transaction.

Step

Action

In the |E#Carrect History) modle, find the row to stop. The stop date will be blank as shown
below:

Maniesl
StaiDats o0 gogpats o Camings Tye Description Lontoval o Datall Appeave Earning Process Type
Time: Time Status Switch

Stat LEDET

2 | Enter the Stop Date for the entitlement by using the calendar button EJ 1o select the
desired date.

3 | Stop Time is pre-filled by the system and must not be changed.

4 | Approval Status is pre-filled. The status will automatically change from Pending (P)
to Approved (A) upon saving.

5 | Manual Row Switch. (CGHRSUP role users only) Select this field only when
necessary to override pay edits. Business rule edits will not be turned off when this is
selected. Caution! Overriding pay edits may result in errors and possible overpayment
of entitlement.

6 MI Do Not Use. The detail is automatically set when the earnings type for Imminent
Danger — Hostile Fire Pay is selected and the entitlement is saved.

! Ml Not Used. Payment of Imminent Danger — Hostile Fire Pay does not require
audit and approval.

8 | Earnings Process Type Not Required. Disregard this field

9

Click the B sove button (located at the bottom left of the screen) to approve and
transmit the entry.
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Imminent Danger — Hostile Fire Pay

Correcting Imminent Danger — Hostile Fire Pay

Introduction  This section provides the procedure for correcting Imminent Danger —
Hostile Fire Pay.

Discussion Only the stop date may be corrected. To change the effective start date or an
incorrect earnings type, you must delete the entire row (see the next section
for the procedure to delete Imminent Danger — Hostile Fire Pay) and then
start a new Imminent Danger — Hostile Fire Pay entitlement.

Procedure Follow these steps to correct an incorrect Stop date.

Step Action

1 In the |EConestHistory) mode, find the Imminent Danger — Hostile
Fire Pay row to correct.

Click & drag over the Stop Date field to change its value. Dates
must be typed in MMDDYYYY format. You may also use

calendar buttons 2 to modify dates and the magnifying glass Q
to change the earning type.

Click the & save) button located at the bottom left of the screen.




Imminent Danger — Hostile Fire Pay

Deleting Imminent Danger — Hostile Fire Pay

Introduction  This section provides the procedure for deleting Imminent Danger — Hostile
Fire Pay.

Discussion The total Imminent Danger — Hostile Fire Pay entitlement will be recouped
when using this feature.

Procedure Follow the steps in the Basic Navigation Guide to access the member’s
entitlements detail page. Then, follow these steps to enter a deletion of an
Imminent Danger — Hostile Fire Pay transaction.

Step Action

1 In the |EConestHistory) mode, find the Imminent Danger — Hostile
Fire Pay row to delete.

Click on the =] button located in the row to be deleted.

Click the & sove button located at the bottom left of the screen.
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Imminent Danger — Hostile Fire Pay

Imminent Danger — Hostile Fire Pay (Multiple Entry)

Introduction  This section provides the procedures for Imminent Danger — Hostile Fire
Pay (Multiple Entry). This entitlement is paid to members on official duty in
a designated area, subject to hostile fire or explosion of hostile mines, or to
members Killed, injured, or wounded by hostile fire, or any other hostile

action.
Topics The following topics are covered in this section
Topic See Page
Guiding Principles 9
Starting Imminent Danger — Hostile Fire Pay (Multiple Entry) 10
Stopping Imminent Danger — Hostile Fire Pay (Multiple 15
Entry)




Imminent Danger — Hostile Fire Pay

Imminent Danger — Hostile Fire Pay Guiding Principles

Introduction

Reference

Before you
begin

Auto-stop
upon PCS
departure

This section provides the guiding principles for Imminent Danger — Hostile
Fire Pay (Multiple Entry).

The following references provide additional information about Imminent
Danger — Hostile Fire Pay (Multiple Entry).

e U.S. Coast Guard Pay Manual, COMDTINST
M7220.29(series), Chap 4

Warning! Mistakes will require extensive single entry rework.
Please double check your work before saving!

Imminent Danger — Hostile Fire Pay (Multiple Entry) stops automatically on
the last day of the month of PCS departure. Do not enter a Imminent Danger
— Hostile Fire Pay transaction when a member departs PCS. The system will
not reflect the Imminent Danger — Hostile Fire Pay (Multiple Entry) stop until
the PCS Departing Endorsement on Orders transaction is approved and saved.
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Imminent Danger — Hostile Fire Pay

Starting Imminent Danger — Hostile Fire Pay (Multiple Entry)

Introduction

Fire Pay (Multiple Entry).

This section provides the procedure for starting Imminent Danger — Hostile

Procedure Follow these steps to enter a new Imminent Danger — Hostile Fire Pay
(Multiple Entry) entitlement.
Step Action
1 Select Menu items in the following order.

Home > Compensate Employees > Maintain Entitlements > Use > Manage Multiple Entitlements

The Multiple Entitlement Panel appears as shown below.

{MuFiz ¢ =rlitiznenis

*Earnings C oue: ||_ Q|  suanDae | Ei| stopDater | (=]
‘Eaminygs | Q)

Type:

Department: [A050G & | al W Eniisted ¥ feme

' Officer [ Feserve

[ Include Haront and Sub Daparimants

Sefresh st | Select 8 I Lnselec: &1 |

fi
Selected N Short Employer Ealary Department | EmpD E?gl
Bl ame Descriplion | Classification |Grade ] (] .

| | | {— 3] S

=
|~

Type “HF” in the Earnings Code field shown below or use the magnifying glass Q
to search and select the Imminent Danger - Hostile Fire Pay Earnings Code.

J." Multiple Entitlemnents \'.I_

mmm)> Earnings Code: | HF | Q

10

Continued on next page



Imminent Danger — Hostile Fire Pay

Starting Imminent Danger — Hostile Fire Pay (Multiple Entry),

Continued
Step Action
3 Enter the Earnings Type Code.
J." Multiple Entittements ‘.I_
Earnings Code: HF | Q]  Start Date: Ed|  Stop Date: B4
Earnings HFCOMT ﬂ Imminent Danger Hostile Fire Pay - Continuous until further
Type: orders
Foreign Country; ﬂ

e If the members are entitled to Imminent Danger — Hostile Fire Pay for one month
only, then use code HFIMTH.

o If the members are entitled to Imminent Danger — Hostile Fire Pay continuous, then
use code HFCONT.

Enter the Foreign Country code. Use the magnifying glass QJ to search and select the
code. You must use a code for a country or region where Imminent Danger — Hostile
Fire Pay is authorized, not all codes on the lookup listing are valid for this entitlement.
Use “PG” for members serving aboard cutters deployed to the Persian Gulf.

J.( Multiple Entitternents “'.I_

Earnings Code: HF | Q|  Start Date: EJ  Stop Date: B

Earnings HF1MTH ﬂ Imminent Danger Hostile Fire Pay - This Month Only
Type:
Foreign Country: PG | Q) Persian/arabian Gulf

Enter the Start Date. Use the first day of the month in which the entitlement is to begin
(e.g. 03/01/2006 for any date in March 2006). The current date is automatically

displayed. Use the calendar button EJ 10 select the desired date. You can also click &
drag_over the date field to select the date then type the start date in MMDDYYYY
format.

Stop Date. Leave blank.

A Stop Date is not required if you are entering Imminent Danger — Hostile Fire Pay One
Month Only (see previous step for selecting the Earnings Type). The system will
automatically enter the last day of the month in this field when you successfully save the
transaction.

See the instructions in the following section for stopping Imminent Danger — Hostile
Fire Pay Continuous. Never “estimate” the stop date.

Continued on next page
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Imminent Danger — Hostile Fire Pay

Starting Imminent Danger — Hostile Fire Pay (Multiple Entry),

Continued

Procedure (continued)

Step Action

7 Complete the “Selection Criteria” fields as outlined below.

Department: [AUSCG Q] | (Y, ¥ Enlisted M Active
¥ officer ¥ Reserve

¥ Include Parent and Sub Departments

Field Action
Department | There are 2 lookup boxes located next to Department...

Leave the first box set to AUSCG (Active USCG Units) as
shown below.

Department: [AUSCG Q) | Y

Type the Department Code in the 2™ block shown below or
use the Al to search and select from a listing of available

codes.
Department: [AUSCG QJ | I Q)
Enlisted A checkmark M indicates enlisted personnel will be included

in the selection. Click on the box to remove enlisted
personnel, if desired. A blank box I indicates enlisted
personnel have been removed from the selection criteria.

Continued on next page

12



Imminent Danger — Hostile Fire Pay

Starting Imminent Danger — Hostile Fire Pay (Multiple Entry),

Continued

Procedure (continued)

Step Action

7 Active A checkmark M indicates Active Duty personnel will be

included in the selection.

Officer A checkmark M indicates officers will be included in the

g selection. Click on the box to remove officers, if desired. A

o blank box I indicates officers have been removed from the

selection criteria.

Reserve A checkmark M indicates reserve personnel will be
included in the selection. Click on the box to remove
reserve personnel, if desired. A blank box [ indicates
reserve personnel have been removed from the selection
criteria.

Include A checkmark M indicates sub departments will be included

Parent and in the selection. Click on the box to remove sub

Sub departments, if desired. A blank box ™' indicates sub

Departments | departments been removed from the selection criteria.

8 _ Refresh List | - . L
Click the button. A listing of personnel meeting the criteria in the
previous step appears in the table below.

’75“'9“"" Name g:gsriptinn Elas;mcminn’ﬁnepa“mem *EmpliD o ’7’7

| 11 O |Elunger,DaIe E. |PERS2 Regular |W2 |003388 Wg||u_||]z|

Note: Clicking on this button in later steps will undo all changes.
9 Select Entries to be Processed:

ﬂ v |Elunger,DaIeE. |F’ER82 Regular |W2 |003388 [roseana g“n ||E|

Click the %241 | 1 itton. Each row will in the table will run through a series
of internal edits and all that pass will receive a check mark as shown below.

Find  |= [ 1011 [ 2

Empl
Short Empl Salary
selectad [Name Description |Classification |Grade Department | *EmpliD ﬁ;:‘

A check mark in the Selected Column indicates that the entitlement will be generated
and placed in the member’s history file upon saving.

Continued on next page
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Imminent Danger — Hostile Fire Pay

Starting Imminent Danger — Hostile Fire Pay (Multiple Entry),

Continued

Procedure (continued)

Step Action

10 Removal of Entries From Being Processed:

Review the list and click the ™ box to remove appropriate entries. A blank box ™
indicates that an entry will not be generated upon saving. The =] button can be
used to remove an entire row and gain the same effect.

Inselect All .. .
The button can be used to remove all entries if desired.

11 Add Entries to Be Processed:
Click the button in any row to add a blank row.

Type the member’s employee identification number in the EmplID block shown
below or use the magnifying glass QJ to search and select individuals from a list.

Empl
Short Employee Salary .
selected|Name Description |Classification | Grade Department | “EmpliD EE:‘
1| ™% |Bunger,DaleE. PERS?  |Regular w2 |oosass |[1D@E4D [o =1

2l O | ||+ =]

Click on the empty box located in the Selected column so an entry will be generated
upon saving.

Note: Carefully review your work one last time to ensure there are no mistakes
before saving.

121 Click the =5=22) b iion.
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Imminent Danger — Hostile Fire Pay

Stopping Imminent Danger — Hostile Fire Pay (Multiple Entry)

Introduction  This section provides the procedure for stopping Imminent Danger — Hostile

Fire Pay (Multiple Entry).

Reminder, Imminent Danger — Hostile Fire Pay stops automatically on the last day of the
PCS auto-stop month of PCS departure. Do not enter a Stop Imminent Danger — Hostile Fire

Pay (Multiple Entry) transaction when a member departs PCS. The system
will not reflect the Imminent Danger — Hostile Fire Pay stop until the PCS
Departing Endorsement on Orders transaction is approved and saved..

Procedure Follow these steps to enter a stop Imminent Danger — Hostile Fire Pay

(Multiple Entry) transaction.

Step

Action

1

Select Menu items in the following order.

Home > Compensate Employees > Maintain Entitlements > Use > Manage Multiple Entitlements

The Multiple Entitlement Panel appears as shown below.

l( Mulia ¢ =ntitlzmenis Y

*Earnings Coe: ||_ Q|  sanDae I Bl stopDae: I &
‘Eamings I )

Type:
Department: [AUSCE ([ | al W enistea  acmve
= Officer * Reserve

¥ Include Paront and sub Daparimaents

“efresh st | Select 8l | Lnselect &1 |

i & I g
Selected |N i Employoe (Salary |, o rtment | EmallD ER?:? I
EleC ame Descriplion | Classification |Grage [~ =Parmer n

T A T 1 oo 3] 51

=
|~

Type “HF” in the Earnings Code field shown below or use the magnifying glass Q)
to search and select the Hostile Fire Imminent Danger Pay Earnings Code.
J.f Multiple Entittements \'.I_

Em)> Earnings Code: |[HF | Q]

Continued on next page
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Imminent Danger — Hostile Fire Pay

Stopping Imminent Danger — Hostile Fire Pay (Multiple Entry),

Continued

Procedure (continued)

Step Action

3 Enter the Earnings Type Code.
J." Multiple Entittements ‘.I_

Earnings Code: HF | Q]  Start Date: Ed|  Stop Date: B4
Earnings HFCOMT ﬂ Imminent Danger Hostile Fire Pay - Continuous until further
Type: orders

Foreign Country; ﬂ

e Use code HFCONT.

4 Start Date and Foreign Country. Leave blank.

(62}

Stop Date. Enter the date to stop the entitlement.

6 | Complete the “Selection Criteria” fields as outlined below.

Department: [AUSCG Q) | Q) ¥ Enlisted W Active
¥ officer ¥ Reserve

¥ Include Parent and Sub Departments

Field Action
Department | There are 2 lookup boxes located next to Department...

Leave the first box set to AUSCG (Active USCG
Departments) as shown below.

Department; [AUSCG Q) | =

Type the Department Code in the 2" block shown below

or use the Q! to search and select from a listing of
available codes.

Department: [AUSCG QJ | Q)

1

Continued on next page
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Imminent Danger — Hostile Fire Pay

Stopping Imminent Danger — Hostile Fire Pay (Multiple Entry),

Continued

Procedure (continued)

Step Action

6 Field Action
Enlisted A checkmark M indicates enlisted personnel will be
included in the selection. Click on the box to remove
enlisted personnel, if desired. A blank box ™ indicates
enlisted personnel were removed from the selection criteria.
Active A checkmark M indicates active duty personnel will be
included in the selection. Click on the box to remove active
duty personnel if desired.
Officer A checkmark M indicates officers will be included in the
selection. Click on the box to remove officers, if desired. A
blank box ™' indicates officers were removed from the
selection criteria.
Reserve A checkmark M indicates reserve personnel will be
included in the selection. Click on the box to remove
reserve personnel if desired. A blank box ™ indicates
reserve personnel were removed from the selection criteria.
Include Parent | A checkmark I indicates sub departments will be included
and Sub in the selection. Click on the box to remove sub
Departments departments if desired. A blank box [ indicates sub
departments were removed from the selection criteria.

p.Ju0d

7 . Refrash List - . o
Click the e E | button. A listing of personnel meeting the criteria in the

previous step appears in the table below.

Find

Empl
Short Empl Salary N
Selected |Name Description |Classification |Grade Department |“EmpliD ﬁgrd

|1 O |Eunger,DaIeE. |PER82 Regular |W2 |ut|3388 g“u ||E|

Note: Clicking on this button in later steps will undo all changes.

Continued on next page
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Imminent Danger — Hostile Fire Pay

Stopping Imminent Danger — Hostile Fire Pay (Multiple Entry),

Continued

Procedure (continued)

Step Action

8 Select Entries to be Processed:

Mark the Checkbox in the Selected column for each person you want to create a

transaction on you can also click the __2#"#4! | putton. Each row in the table will

run through a series of internal edits and all that pass will receive a check mark as shown
below.

Eind |= [ 454 ] =|

Empl
Short Empl Salary .
Selected|Name Description |Classification |Grade Department “EmpllD Ez?

qp |Elunger,DaIeE. |PER82 Regular |W2 |003388 l_fg“u ||E|

A check mark in the Selected Column indicates that the entitlement transaction will be
generated for the member(s) upon saving.

9 | Removal of Entries From Being Processed:

Review the list and click the ™ box to remove appropriate entries. A blank box ™
indicates that an entry will not be generated upon saving. The =] button can be used to
remove an entire row and gain the same effect.

Inselect All .. .
The button can be used to remove all entries if desired.

10 | Add Entries to Be Processed:
Click the button in any row to add a blank row.

Type the member’s employee identification number in the EmplID block shown below
or use the magnifying glass QJ to search and select individuals from a list.

Empl
Short Empl Salary .
Selected|Name Description Classification |Grade Department | "EmpliD EE?
1| M [Bunger,paleE PERSZ  |Regular w2 003388 [o =1
| Q|

il O |+ =]
Click on the empty box located in the Selected column so an entry will be generated
upon saving.

Note: Carefully review your work one last time to ensure there are no mistakes before
saving.

111 Glick the "®=2+&) piton.,
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